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Daily Activities Log 
Catherine Silver, Grants Management Specialist 

?^.swsr: I hatre rautin.ely performed thii* function and I have 
been successful at ir performing it in a namber of situations. 

5. Provide technical assistance and guidance to grancses on 
financial and administrative requirements and closeout procedures, 

Answer; I have routinely performed this function and 1 riave 
been successful at it performing It in a number of situa Lions, 

6. Choose a method of consideration-* Plticse select one- 
choice from the follwing: 

Answer: (MP-only) I aai a Federal snplcyee in the career 
competitive service vrith perm«.ner.t or conditional tenure, as 
indicated oi: zny current Standard ForiQ SO (Notice of Personnel 
?Vct.ion) . Please consider me through the merit promotion process in 
which I will compete with all status applicants. 

S.l. I will fax my Standard Form 50 supporting the cli2im above 
to 301-4B0-3B64 by the closing dare of this announceraeut. CFailure 
to do so will result in the denial of your status claim and you will 
only be considered under Delegated Examining. Please include the 
vacancy announcement number on the fax cover sheet* 5 
Answer: Yes 

7. I an a USPHS Commissioned Corps officer. 
Answer: Ho 

Please make sure that you have entered your resume. You will be 

disqualified from consideration if your resume has not been entered 

before 

this vacancy closes. 

Please remember to send all supporting documentation co the HR 
office 
fox proper cons i de rati on • 

ThanK you for using the United States Department of Health and hunaan 
Services Career Site! 



QuickHire^: Evaluate the People, Wot the Paper, 

Reserved. 



AJ.1 Rights 



May 8, 2003 -e-mail 



ACF~ 



03-OOB 



Dear CATHERINE SILVER; 

We have received your application for consideration for eiuployment 

with 

Administration for Children and Families for the position cf Grants 

Management Specialist GS-1101-9 / 11 / 12. The follow»fing summarires 

the sratus of your applicarion in this rccruinmcnc proc'sss- 

We have carefully reviewed your application^ but cannot consider you 
fcr the 
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Camcrinc Silver 
*6O0l Luccnntc Avenue 



1^0 



301-735^839 (H) 
202-260«6585(>AX) 



Catherine Silver 



Objective 



My goal and objective h to apply liie knowledge and skills with respect to the Cost 
Principles and federal regulations and fiscal and administrative management in 
becoming Grants Management Officer in the Office of Grants Management 



Expef^nce 



HtSilth 8l Human Services 



Washington, DC 



Office of Admifiistration 

02/2001 -To Present: GS IIOi-9 Grants Management Spcciaiist(COTA)TraiDee/ 

i Grants Managemeni Specialist 

Aiece Morgan, Director until on or about March 2003 

Division of Grants Management 

202^01-4621 

As a drants Management SpeciaJist (COTA Trainee) I inA^p^ndtntly apply m^ 
deptii knowledge of FedertiindHHS grams admiP^^^^^^^^ financial 

management rules and regulations, directives, policies and procedures in awarding 
and administering grant awards in providing authoritative lechjiical assistance to 
program staff and grantees related to discretionary grants. Apply expertise on 
statutory, regulatory, and policy guidance applicable to grants, and provide detailed 
informauon, directives to grantees on responsibilities/requirements inherent in the 
grants and policies and procedures and objectives of the grants management process 
which IS applied dunng the (project period) grants life cycle. Grants management 
assignments requires mcisive anaiyiicai skills and technical knowledge of the 
financial policies and procedures, status, directives, rules and regulations Federal 
Appropnations Laws, HHS Policy Directives, 0MB Circulars - Cost Principles for 
Non-profit Organizations A.]22, 0MB Circular A-133 for Audits, 45 CFR Pan 74 
-Admimm^^vt Ktqummtnn, 45 CFR Part 92, Grants Administration Manual 
(GAM); which includes the program legislation to cany out ACF grants 
management poilcies and procedures. 

Being trained to serve as a Presenter/Speaker at Conferences/Workshops, providing 
technical assistance regarding administrative requirements, financial policies 
status, rules and regulations, la thar capacity, I provide technical assistance to 
grantees, and program officials regarding 0MB A 122, 0MB A 1 33, Federal 
Appropnations Law, HHS Policy Directives, adminisimtive and fiscal policies 
procedures, status, rules regulations and directives penaining to ACT Discretionarv 
grants for the Office of Community Services grantees at Workshops and Seminars" 
as It relates to financial policies, rules, regulations canying out ACF grants 
management activities. 
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I have ovt? two years of successful experience as a Grants M^\ag€iii€m Specialist 
woildng witli grant programs - ofihm acpmerit*e aad i&m^d irivoiving dtrccl 
axicourttaljiliey for all hccts of pre-award, an<f past «wgr4 fenctions for an average 
of ate^ 80 gjrsssts (as mssiy ^ 1 0G> rmgrng m st^ fe th^^a %5mj:m. Ttest 
^■ants (ail generaliy at diSerent stages of progress) ranging over foncmm) area 
Ix-. domestic violence, job opportiJiiity for low income feniilies, commuDity food 
and nutrition, historical black colleges, sports & youth, loan and equity investments, 
urban & rural economic deveiopmem - involve and array of community based 
agencies, local government agencies, colleges, universities, non-profit organizations 
and other similar entities across the nation; applying Appropriations Law, 0MB 
Cost Principles, A-122 and A-133 Grant Administration Manual (GAM) policies. 
45 CFR Part 74 and 45 CPR 92, program legislation, fmancial policies, rules and 
regulations. 

My responsibilities involve analysis/evaluation of grant applications, grant actions 
(responsiveness to program announcements and administralive/fisca! guidance, cost 
principles/factors) to evaluate the grantees detailed budget justifications lo ensure 
compliance with administrative and fiscal policies, and responsiveness to cost 
considerations. I conduct negotiations leading to grant budgets, and provide 
detailed information regarding cost principles and technical assistance to grantees. 

Conduct analysis/evaluation of grant applications, grant action requests, in relation 
to program announcements, compliance with administrative/fiscai policies, 
responsiveness to cost consideration, adequacy of explanations for proposed 
deviations and justifications. Provide training and technical consultations to 
grantees on their programs and projects, resolution of deficiencies in ihe scopes of 
work and detailed budget justification, and other functional areas. I possess an in- 
depth knowledge regarding cost factors, cost analysis and cost principles. 
Analyzed price practices applicable to personnel costs, equipment and materials. 
Analyzed cost data submitted by grantees to substantiate direct cost and Indirect 
costs in determining the reasonatjieness of costs. 

Since February 2002, 1 have officially served as a Grants Management Specialist 
(GS-noi-9) with the Discretionary Grants Division; and my responsibilities 
involve performance of comprehensive negotiation, award, technical assistance, 
advisory, and administranon processes. I have acquired over two years of expertise 
of negotiation experience, and trainmg in the techniques of negotiations. As a 
result, J have negotiated budgets for grant applications, and various Grant Award 
Actions, i,e., new carry over balances, continuations, supplements, revisions, 
successor and replacement grants. 

I conduct negotiations leading to clarification grant action request, grant budgets, 
provide detailed information and directions to grajitees on responsibilities and 
requirements in grant and statutory/regulatory/poJicy compliance requirement, and 
prepare grant awards. Also, take necessary actions to protect the Govemmem's 
interest and minimize potential problems - and to secure grantees commitment to 
and cooperation ensuring prudent, proper, and legal expenditures of federal funds. 
Also, monitor grantee's operations and performance to identily, formulate, and 
initiate corrective responses to program/project, and grantee deficiencies. Review, 
analyze, inieipretj and initiate appropriate responses to negotiations of budgets, 
administrative requirements, fiscal and financial management performance. Plan 
and conduct negotiations with Project Officers, and grantee in reference to tiieir 
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budgets for new gram applications, continuation, supplements, replacement and 
successor grants; with unliquidations, unoblfgatfons, and deobligations renected. 

S™^^ fp^^'^*?SS^^ SPECIALIST (COTA Trainee), applied knowledge of 
the aray of Federal/HHS status, regulations, polices, and procedures applicable to 
all phases of grants in providing technical support and services to the Director of 
OGM and two Grant Management Officers. Responsibilities focused on monitoring 
performance/progress of grantees throughout the iifecycle of grants - and included ~ 
contributing to review of grantees financial and performance repons and ongoing 
personal contacts witfa grantees. k • ">'b""ifc 

As requested by the Grants Management Specialist/Officers, handled contacts with 
grantees; initiated contacts to determine status/request submission of delinquent 
reports, acqtiire periodic status reports, provide information on payments and 
pose/respond to questions on grants management issues. 

Assembled and dispatch packages to new grantees (including repeat Recipients)' 
maintain logs of ail grantee correspondence relating to continuations and 
supplements. Review extensions and revisions of grants and provided disposition 
recommendations to support Grants Management Specialists. Prepare/disseminate 
periodic internal reports on the status of new grants. Handle analytical and 
admmistrative tasks associated with the occasional overpayment of a grant - and tlie 
grantee s return of the extra funds to the Agency; handle liaison with the 
Department of Accounting Operations to ensure proper posting/creditine of 
grantees, reimbursements of oveipaymenis. 

Provide delinquent letters to the Grants Management Specialist - and handle 
subsequent walk-through of those leners to ensure prompt final approval and 
dispatch to delmquent grantees. Maintain grants documenmion/fi/es ensuring that 
monthly reports are organized. 

Maintain authoiiiative and detail instructions and guidance on processing grants of 
paperwork to other program staff. Maintain an imensive focus on attainment of 
optmium levels of customer service, ensure continued personal availability to 

and mtiative . voluntanly perform additional grants management technical tasks 
and support ftmcuons tn addition of my assigned respoiisibifities. 

Negotiate the amount of continuation and supplemental grant awards with advice 
and recommendations fi-ora the responsible project staff member. Serve as a 
division contect with the Division of Data Processing to obtain review and 
correction of problems encountered with GMIS • a grants-tracking automated 
Sjf Stem. 
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Grants Management Specialist's Classes -Courses Completed 
COURSES COMPLETED 

Cost Principles for A-21, A-122, and A-87 and FAR 3 1.2 
Grants Management Financial Analysis -3/26/02 
ProfessionaJ Skills for Quality Grants Management 
Grants Awomated Tracking 4/27/01 
New Professionaf Orientation for Quality Grants Management 

CLASSES COMPLETED 

GATES Overview 

Grants Pre-Awards and Completion 

Grants Award Action Maintenance and Negotiarion Sheet Training 

SPECIAL SKILLS 

Proficient in the use of MiCTOComputers, WINDOWS 98, MS-DOOS WINDOWS 
2000. And an array of applications software (Word Perfeci, Excel, Power Point 
J A VlS'*"!f ^^'^ "^ "" "^^^ Grants Automated Tracking and Evaluation System 
^r^/T^^ TT *^ predecessor system, the Grants Management Information System 
to-MlS.). Expenenced m supporting the planning, development, and execution of 
programs and public policy/public administtation issues. 

Office of Public Affeirs 

1989-1998: GS 318-7 Secretary (Typing) 
David Siegel, Deputy Director 
Office of Public Affairs 

Responsible for the overall administrative and suppon fotictions for the Office of 
Public Affairs (OPA) Deputy Director, and the OPA Division of Pubh'c Services 
including several mid-level public affairs specialists. Assembles source materials 
and organizes background information for use in reports, proposals, newsclippings, 

Responds to inquiries regarding differem programs within the administration and 
informational Items, reviews official forms, edit leners, documents etc for 
accuracy and completeness, and ensures compliance with prescrib^ regulations. 

Develop, Implement, and maintain a comprehensive publications information 
retrievai system. 

Requisitions materials, supplies, and prepares jusiification statements. 

Supervise support staff, i.e., student interns in maintaining office fjJes, mt^h 
library; data entry for mailing lists and print media clips. 
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Maintain control records of staff assignments in accordance wirh procedures for 
sdmiBistrative cQntrgis.Compile and summarize infommtion, as requested. 

Coordinate and arrange meetings and conferences and prepares minutes, as needed. 

Secures travel arrangements and keeps abreast of traveJ-related regulations and 
practices. 

Reviews our-gotng correspondence for compJiance with grammatical prmcipies and 

Office of Child Support Enforcement 

1998-2001- Program Specialist- GS 30 i -9 
Tony Hardy, Director 
Division of Federal Systems 

Participate in discussions wirh Administration Officials, Divisjon and office staff on 
various)' Interstate Roster and Referral Guide (IRG) Profile/ImerstaUi Central 
Registry Address and FIPS codes implementation issues; represent the Office of 
Child Support Enforcement in meetings and communicate issues raised. 

Responsible for analyzing and reviewing Title IV-D requests from States to 
detenmine appropriateness of data elements necessary to locate afaijent parents. 
Analyze and recommend possible solutions to user problems regarding tlie FPLS 
data communications problems with the Interstate and Referral GuldQ (IRG) 
address information and Federal Information Processing Standards (FIPS) codes. 

Responds to calls and written requests from States for case information obtained 
through the Social Security Administration's automated system known as SSAPRl. 
Prepares letters , memorandums, and other correspondence in response to I-PLS 
requests from State and local CSE agencies, and inquiries from other outside 
sources. Analyzes and recommend possible solution to user problems reiiardinE 
FPLS data. * ^ 

Provide address, employment, wages, and SSN information on persons to assist 
States and local child support enforcement agencies in tracking non-custodial 
parents. 

Responsible for logging and tracking tapes and cartridges submitted by State CSE 
agencies; send logged media to SSA for processing. 

Provide program and technical support on the newly expanded FPLS to State (CSE) 
offices and Federal agencies on FPLS program activities such as responding to 
inquiries from employers, State CSE agencies, and the public regarding information 
contained in the National Director of New Hire (NDNH), Federal Case Registry 
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(FCR) and state Case Registry (SCR). 

Auihorized/Responsibic for resetting State and Federal authorized users for the 
MiSF and SSAPRI system. 

Complete RMR's Required Manual Review - reference: SSN's 

Responsible for FPLS AimuaJ Report to IRS - disclosure information 

Responsible for distrifautfon of the Monthly Information Report (Mi)/Summary for 
State/Agency of W-4 data through the National Director/ of ^4ew Hire (NDNH). 

Responsible/Baciojp person for the Overall Legacy of the FPLS Operation System. 
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Catherine Silver, Grants Management Specialist 



DATE 



March 2, 200! 
E-MAIL FROM TONY 
HARDY 



ACTIVITY 



Friday Feb, 28, 2001 



April 1, 2002 

APPLYING FOR 

GRANTS 

MANAGEMENT 

SPECIALIST 

POSITION 

9/11/12 



April 2, 2002 

APPLYING FOR 

GRANTS 

MANAGEMENT 



FYl ~ 

Tony Hardy, Director 
Division of Fsdcra! Systems 
Phtfflc: (202)401-9231 
fax: (202)401-5553 
Original Text 

from: Hezikiah Doriry@OCS£.OMS@ACr.\VDC. on Se'O! 7'23 a,*''*- 

n"'' ®Y^!?/ B"'l'^r@OCSE.OMS@ACF.WDC,Harold Siatcn(^OCSE.0MS(iACF WDC lack 

I recently learned thai Ms. Silver had not reported to Her derail assignment 
in Oie Office of Grants Management which should have been effective on 
February 8 (as per paper work thai has been sent to the personnel office). 
This detail was a way to get Ms. Silver in the .Grants Office since her 
reasiSignment into a Career Opportunities Training Agrccmem (COTA) in the 
Grants Ofiiee was block by the federal freeze on staff movciaom. To correct 

ttesiluauon, Ms. Silver should report to the Grants Office on Mareh 5. 
2001 . For all the panics concerned, please ensure that Ms. Silver reoort to 
the Grants Office on March 5. t^. u 

Once the freezfe is lifted and/or rcassignmencs of staff are resumed Ms 
Sliver wiii be reassigned to die Otlficc of Grants Manasement: Its my 
understatidmg that Ms. Silvers reassigtimcnt to the Grants Offtce has been 
worked out by management in both the losing and gaining organizations. 



Career Opportunities Training Agreement ~" 

Projected Completion Date: 2/27/2002 

o?fn'rS!l Vr "^"^^ ''"'''^^ '' 'r P'"'^^' " ^^^*^^^^^ ^^^^^°S ^^'P-rience consisting 
nrn^^l r'°''"' ^r''^' ^" ^' j^^ ^^'^^S' ^^ Self development activities to 
provide the trainee with a comprehensive background to successfully perform in the 
t^get position signed by Maiso L. Bryant, Harold Staten. DarrylL Summed 
ACF Personnel and yours truly. 3/2/2001 ' '^"'""*='^' 

Dear CATHERINE, ' — ^ ' — ^ 



Sp^ciaSt'ss-n^l^g"/" II /'i/°:''n'°" ^'^^-O^-^O^' '^-"t. Management 
P ciaiist b& 1101 9 / u / 12 at Department of Health and 



Services. 



Human 



Yizzps : //I obs ■ quickhire ■ com/..sr ,ri.pts/ psc. e.Ne/rondi rt^^toQ,-,^ .- 1 ^.t^k„ ijc . 



Dear CATHERINE, ~ " ' — - — ^ ^ . 

lTeT,irJTs-tlll'-ll r^ J^^P--J-n ACF.03-008, Grant. Management 
Services 9 / IW 12 ac Department of Health aad Human 

Your responses, as list e d b .Iow, are being reviewed. The vacancy 
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Daily Activities Log 
Catherine Silver, Grants Management Specialist 



announcement closed on April 1, 2003, 
Grade 11 responses: 

I* GS-11 Choose one answer chat best describes your 
educationr experience or combination of education s,n6 eKperi^nce: 

Answer: I possess at least one year of specialized experience 
that has equipped me with the particular knowledge, skills, and 
abilities to successfully perforin the duties of the position, 'fhls 
experience is related to the work of the position and equivalent to 
at least the G$-9 level in the Federal service as described in the 
vacancy questions. 

All Grades responses: 

1. Apply cost factors, including cost principlGs, to 
evaluate grantee requests and justification for funding. 

Answer: I have performed this task as a regular part of a 

job, independently and usually without review by supervisor, tfianager 
or senior employee. 

2. From the answer choices below, please select the ones 
that best reflects your experience in working with and providing 
technical assistance to grantees. I have extensive experience 
advising grantees on: 

Answer: grantee financial and administrative requirements 
closeout procedures 

3* Have you independently negotiated budgets, continuations, 
and other issues with grantees as it relates to the grant 
administration? 

Answer: Yes | 

i 
3,1. Please cite examples that illustrate your experience- 

Answer: As a grants Management Specialist (COTA Trainee] I 
independently apply in depth knowledge of Federal and ms grants 
administration and financial management rules and regulations, 
directives; policies and procedures in awarding and administering 
grant awards in providing authoritative technical assistance to 
program staff and grantees related to discretionary grants. Apply 
experi:ise on statutory, regulatory, and policy guidance applicable 
to grants, and provide detailed information, directives to grantees 
on responsibilities/requirements inherent in the grants and polici'^:^ 
ana procedures and objectives of the grants nianagement process which 
IS applied during the (project period) grants life cycla. Grants 
management assignments requires incisive analytical skills and 
technical knowledge of the financial policies and procedures, 
status, directives, rules and regulations, Federal Appropriations 
Laws, Organizations A-122, OHB Circulars A^133 for Audits, 45 CFR 
Part 74- Administrative Requirements, <15 CFR Part 92, Granx^n 
Administrative Manual (GAM) ; which includes the program legislation 
to carry out ACF grants management policies and procedures". 

^ ^ 4, Interpret and apply Federal grant administration laws, 
policies, procedures and regulations in the review and evaluation of 
grant applications. 
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Catherine Silver^ Grants Management Specialist 



May 20, 2003 

E-MAIL FROM CAROL 

CARTER WALKER 



position because you Lack Specialized Experience. Ab a Grant.'^ 
Management Specialist Trainee CCOTA) , GS-liai-09. you were raueci 
ineligible lacking 52 weeks of specialized experience: at: the GS-OB 
level. Our decision was based on your Reassigr.r.cnt: EF-SO cffe-wLlve 
02/25/01 which srace^ in the reniarks the fcllowing: 

Position is at the Full Perforr.ance Level. 

This is a Career Opportunities Training Agreetrtent (COTA) position. 
Qualified for this position only under training acjresment* Not 
eligible for other positions in this scries until satisfactory 
completes proscribed training. Training plan must be developed 30 
days from the time of ? . 

You did not provide any documentation to prove you have satisfactory 
completed the COTA training ?^greement, and that you wer«: converted 
off of the Trainee position. 

Thank you for your employment interest in The Departement of Health 
and Huitiar* Services, Adtninistration lor Children and Families. 
Though this position may not have been a good fit, we would lik*« co 
encourage you to continue exploring employment opportunities with 
us. 

Sincerely, 



Shelly L. Moore 

Human Resources Specialist 



Catherine: 

i just double-c^iedced wrth Lse Keman-iverv, OAs Executive Offjcer. 

OA submitted a personnel action request to the Personnel Office, PSC. on i^y 14. 2003, requesting 
that an SF-50 be generated* reassigning you out of COTk anti into the tA\ performance level of the GS- 
09 Grants Management Specs^lfet position, as of Febmary 22, 20Q2, the date that your COTA was 
completed, based on agreements by your management c^ain vrith you and your Union representative. 

All SF-SQs genemted betvimen Febniary 22, 2002 and May 14. 2003. will be amended to refiect ttiis 
change. OA has requested thit the FSC eacpedite the generation of ali of the SF-50s and you wIlJ be 
provided s copy as soon as we rsceive them. 

Based on my wdtten attestation to the PSC. that you had c^smpleted si! COTA requirements as of 
Fsbruary 22. 2002, mn6 were therefore, erroneoi^ classified as a COTA trainee at the time of ^ 
posting of a vacancy anncHjncement for the GS-09. 11 and 12 grants management spedalist position 
here In OGM, amended merit promotion certificates were issued to ACF, placing you on the appropriate 
merit promo^n certifications for the grade \&\m\[:$) for which you fiied and wera deemed to be among 
the best guaHfied. 

The PSC acknowledged and apokjgized for the lateness of your receipt of the i«itters regarding your 
eiigifaility. Further, as a result of your situation, they have instituted a procedure to verify the status of 
anyone who fiies for a position whtie under a COTA. 

The onty action that remains is to have the COTA plan fomxaliy amended and that wtfi be done by 
week*s end. 

On behalf of OGM. I apologize for the long deiay m setting this matter aright. 
Carol Catter Walker 
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Catherine Silver, Grants Management Spec ialist 

* ^""AamgDificiOf ' 



OHiem of Grants Mona^emem 

Office of Admmtfitfation 

Admmatration for Chlkifen and Famiiies 

Depirtment of Health and Human Services 

(202) 40 Vd23» (voice) 

(2C2> 401-8238 (cfRcc) 

(202) 401*4869 (fax) 

cwralkef@acf.hhs.gov 



Tuesday, June 3, 2003 
Also E-mail 



Thursday, June 5, 2003 



FOR THE RECORD - Amendment of Career Opportunities Training Agreement for 
Catherine Silver - received from Carol Carter WaJker . . , .This document should be 
i2sed to 'graduate' Ms. Silver from her GS-9 grants management specialist (COT A) 
position to the full performance GS-Q9 grants management specialist position 
effective February 28. 2002. signed by Carol Carter Walker Jnne 3. 2003 (SEE 
ATTACHMENT) 

Attached js an electronic copy of an amendmear to Catherine Stiver's COT A. Tliis docummtaiion 
should satisfy the documentatioa mquineraenr in order to process the SF-50 to reassign Catherine 
Silver into tiie M perfonnance position effective February 2S, 2002. 

lot: 

Two things: 

Vm bringiag you tiie signed original to anach to the original of the COTA- 

This is a reminder that once ifae rtassignment acdon is effected, all personnel actions between 
Fehmary 28, 3002 and now, need m be ehsnged to mfltzi tibe Fcbroary 2S, 2002 reassignment daie. 

Carol Carter Wakctr 

Actinc Director 

Offioe of GfEints Msn^emem 

Office of Admmtttrafion ^ 

AdmtfiistnUKMt tor Children and Famtties 

Deptrtmem of He«tth and Human Sanrices 

owali6aff(&acf.hha.gQV 

(202) 401^239 (vtMca) 

(202) 401-4869 (facaimiJe) 



Catherine Silver brought an error to my attention; The test sentence in this e-mail shouts mad: 
"This is a rentinder that once the reassignment action is effected, atl personnel actions 
ba^hireon Febmary 26. 2002 and now, need to be changed to reflect the February 28. 2002 
reaasignment date." 

Carol Canar Walker 
Dapmy DinjciDr 
OStce of Admintstralion 
Administra^n for Ch^ran and Famii^ 
Department of Health and Human Services 
cwalkef@!acf.hhs.cr?v 
(202) 401-9239 (voice) 
(202) 401-4869 (fecsanile) 

— ^Original Message — 

From: Walker, Care! Carter (ACF) 

Sent: Tuesday, June 03, 20CB 2:4B m 

To: Pike, Atdne fPSQ; Keman-Ivefy, Lee (ACF); Moore, Joyce C (ACF); GuBi, Josqah (acf) 

Cc SUwer, Catherine (ACF); Weedcn, Daphne (ACF) 

Subjecte Annendment To COTA Agreement 

Im^ftanca: High 

Attached is an eiectrontc copy of an amendment to Catherine Setver's COTA. This 
documentation should satisfy the documentation requirement in onrfer to process the SP-SO lo 
reas&lgn Catharine Silver imc the full perforrnance position effectivie Febniaty 2S. 20G2. 
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Catherine SUver, Grants M anagement Specialist 



Joe: 

Two thingi: 

Vm bringing you the signed Dflginal to attach to the original of 'Unz COT A, 

This is a reminder that once the reassignment action is effected, all personnel actions 
betwfeen February 28. 3002 and now, need to be changed to reflect the Pebruary 28. 2002 
reassignment ^$iB. 

Carol Carter Walksr 

Office of Grants Management 
O0ica of Admtnt&trafcton 
AESministraito ^t CHUdrsn an<J FamUies 
Depanmeni of Naatth sttd Human Senrteee 
cwaikef<&g d.hha.Bov 
<2Ca)40l-923&<voU») 
(202) 401-^868 Cfacsimtlg) _____.^ ™_™___ 



Tiieaday» June 10, 2003 
Efr-maii receded from 
Carol Garter Walker 



Due to organizaxional changes and new hires, the Ot&ce of Grants Management already has or shortly 
will have nearly a dozen staff ^lat are relatively new to the ACF discrciionary grants inaTtagement 
world. Some art new hires whom we expect to report in the next month or so. Some are trani^fcrs 
from mandatory grants with no prior hackground m discrciionary grams. Some have nsiated 
experieace in procareinsnt that can be transferred to die discretionary grants arena. Some have been 
Id tie administrative arena, with no federal business background. 

In order to be hi^ly effective, all need a mix of formal training is provided by the HHS grants 
cetrifLcation pro|ram and other sources; ad hoc traimng put together fay those DDG grants 
management specialists' who are experts; and DDG peer mentors to whom diey can go for technical 
assistance znd guidance when their team leaders are not avsulable dut: to pressing workloads. 
I am asking for volunteers who are willing to do two things: 

(1) serve as mentors fortiiestaffwho need training, and . 

(2) form a workgroup to develop and present onctwo hour briefmgs on Topics every grants 
speciaKst must know to survive. 

You must be willing to serve as a metnor and maintain your mgu lar workbad. Since we are 
scattered over four floon in two buildings, you and/or your trainec($) may have to travel becween 
buildings. 

What's m it for you? ' 

a) An opportunity to refine what you know by having to prepare for and formally teach and 
mentor others; 

b) An additional skill to enhance your professional portfoVto; 

c) 'Exsra Credit* in your 2003 E?MS Appraise for performing this additional tcspcnsibllity 
success^lly. 

d) Eligibility for special recognition by way of a Time Off or Special Act Award . 

If you want to be considered, please submit your name, through your Team Leader, to D-^ahne 
Wecden, Acting Director, DDG» by no later than Thursday, June 12. The Office of Grants 
Management management team will make selections and assign you to trainees by mid-Junc. 

If you have questions or need further information about this opportunity, please; let me know. 

Thank you for your attemioa. 
Carai Csaef Vyefttftf 
Acting Director 
Office of Grants RAanagement _____„_»»«.«-™.— — -— ^ — 
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